ORACLE
USER PRODUCTIVITY KIT

Job Aid

RFI-1: Create (Contractor)

Step Action

1. Click Communication

ORACLE' Primavera Unifier (Development) B = *

W | Company Work owzs ¢

BE N EIQOOD P -

2. Click Requests for Information

ORACLE Primavera Unifier (Development) [

3. Click Create

ORACLE Primavera Unifier (Development) B =

009426 t
A Proje > 009

Requests for Information

0 Recod# . Tide

o @ RR01 Bridge Barier Conduts

4, Enter RFI Title; Example "Type RFI Title Here"
Create New Requests for Information

Request for Information

4 Record Details
Enter O or more characters, up to a maximum

Title 0
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Job Aid

ORACLE
USER PRODUCTIVITY KIT

Step

Action

5.

Click RFI Category drop down

Create New Requests for Information
frra—

4 Record Details

4 RFI Information

&

.- T

Select RFI Category

4 RFI Information

Click Specification Section drop down

4 Action Requested

Select applicable Specification Section

Click Select

=3 3
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ORACLE’ Job Aid

USER PRODUCTIVITY KIT

Step

Action

10.

Enter Drawing or Contract Reference Number. Example "Type Drawing or Contract
Reference Here"

Create New Requests for Informatior
Request for Infarmation

4 Record Details

e * Record No.

4 RFI Information

Category Reference No

11.

Click Priority drop down

Create New Requests for Information

infarmation

4 Record Details
Tie * Record No.
Type RFI Tie tere

4 RFI Information

Category Reference No

o i a|

12.

Select a Priority level.

Note: If High is selected, the date a response is needed by must be entered next.

4 RFI Information

Category Reference No
Errors & Omissions - Drawing Reference: Sheet 58
Specification Section Priority
55-5-26-lumination v O Low -
Medium
4 Action Requested Low

13.

If High Priority was chosen in the previous step, use the Required Date calendar to select
the date a response is needed by.

4 RFI Information
Category Reference No

rrors & Omissions - Drawing Reference: Sheet 58

Specification Section Priority
§5-9-20-Jllumination - Q= High

Required Date ~

4 Action Requested

L

14.

Select a date.

to New Requests for Information

nnnn
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Job Aid ORACLE’
USER PRODUCTIVITY KIT

Step Action

15. Enter RFI Question; Example "Type RFI Question Here"

Request for Information

4 Action Requested

Question

Propased Solution

16. Enter RFI Proposed Solution; Example "Type RFI Proposed Solution Here"

4 Action Requested

Question

Type RF| Question Here

Proposed Solution

17. Click Potential Cost Impact? drop down.

Potential Cost Impact?
‘ Select Iz‘
Contractor Cost Impact Notes
£
hqolymapppmuf1d.wsdotloc:7003/bp/mod/bp/record/mew/uxrfis/1309/22777_uref=uuud69566502t2#
18. Make a selection from the drop down menu.
Potential Cost Impact?
Select v |
Select
| Yes |
No
4
hgolymapppmufid.wsdotloc7003/bp/mad/bp/record/new/uxrfis/1308/22777_uref=uuud69566502t2%
19. Enter Contractor Cost Impact Notes; Example "Explain cost impacts"
Potential Cost Impact?
‘ Yes v |
Contractor Cost Impact Notes
hqolymapppmuf1d.wsdotloc:7003/bp/mod/bp/record/mew/uxrfis/1309/22777_uref=uuud69566502t2#
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ORACLE Job Aid
USER PRODUCTIVITY KIT

Step Action

20. Click Potential Schedule Impact? drop down
|

Potential Schedule Impact?

Select E"

Contractor Schedule Impact Notes

4

21. Make a selection from the drop down menu.
|

Potential Schedule Impact?

4

Select ‘

Select
| Yes |
No

22, Enter Contractor Schedule Impact Notes; Example "Explain schedule impacts"
|

Potential Schedule Impact?

4

|Yes V|

Contractor Schedule Impact Notes *

23. Click Attachments icon

Request for Information

Type RFI Question Here Attachments Comments

P Attach Files

Proposed Seolution

‘ Type RFI Proposed Solution Here

24. Click Browse to locate a file.
4 Record Details Attachments. s LinkedRet > s

Luminaire Ancherages

Staws

4 RFI Information
Category Reference No

Errors & Omissions Drawing Reference: Sheet 58

Specification Section

58920 lumination, v @9 | High
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Job Aid

ORACLE

USER PRODUCTIVITY KIT

Step

Action

25.

Browse to file location

Drag and drop or select files to upload

File Name File Size Document Title Rev. No, Issue Date

26.

Double-click on File to attach

RFl > RFI 018 Luminaire Anchorages LL v O Se

A Neme Date modified T

=% |RFI_018, Luminaire Anchorages n

19AM A
39 AM

= RFI18 Answer - Luminaire Anchorages

27.

Click Upload once file(s) are attached

28.

Click Send if ready to submit.

Click Save to save a Draft.

Note: Drafts will be saved within the Drafts node of the Task Manager.

Create New Requests for Information Save = +

Request for Information

4 Record Details Attachments ~ Comments  LinkedRec >  ca
Title " Record No. -
Luminaire Anchorages & v

Status Publish  Name @« 2

£+ & B RFI018 Luminaire Anc

4 RFI Information
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ORACLE Job Aid
USER PRODUCTIVITY KIT

Step Action

29. Click Send to Submit RFI

Workflow Action Datails

30. Click OK; RFI has been successfully created and submitted.

Notification

31.

End of Procedure.
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